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Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 
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WITH  PERSONNEL  MANAGEMENT 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Office  of  Personnel  Washington  25,  D.  C. 


EMPLOYEES  SPEAK  OUT 

Approximately  8,000  employees  throughout 
USDA,  Washington  and  field  offices,  re 
ceived  an  "Employee  Questionnaire  on 
Personnel  Policies"  from  Secretary  Freeman 
during  the  month  of  August . This  was  a 
ten  per  cent  sample  of  all  employees, 
other  than  temporary  personnel . 

More  than  eighty  percent  of  the  employees 
in  the  sample  returned  the  completed  ques- 
tionnaire. In  addition  to  answering  the 
108  numbered  items,  forty  per  cent  sub- 
mitted written  comments.  All  comments 
were  copied  and  grouped  by  related  sub- 
ject. Numbered  responses  were  tabulated 
by  -data  processing  machines . 

Results  of  the  suirvey  are  being  referred 
to  work  groups  of  the  Steering  Committee 
for  the  Personnel  Policy  Review  Meeting 
in  Philadelphia  the  week  of  September  25, 
1961. 

&nployee  reaction  to  this  activity  is 
gratifying.  They  are  appreciative  of  the 
opportunity  to  express  themselves  for  the 
good  of  the  Department.  Comments  are  di- 
rected toward  every  area  of  personnel 
management.  The  majority  indicate  a sin- 
cere desire  to  be  helpful  - not  just 
gripes.  From  these  we  should  be  able  to 
direct  our  resources  in  a positive  manner 
to  accomplish  more  effective  personnel 
administration  in  areas  of  determined 
need . 

HEALTH  BENEFITS  OPEN  SEASON 

Once  again,  we  will  be  confronted  with  the 
huge  task  of  enrolling  employees  for  health 
benefits.  The  open  season  starts  October  1 
and  runs  through  October  16,  1961. 

During  open  season,  employment  and  payroll 
offices  must  move  rapidly  and  with  preci- 
sion. The  procedure  has  been  streamlined 
this  year  to  eliminate  wasted  motion  and 
to  accomplish  the  task  within  the  short 
time  allotted. 

1 .  Order  and  distribute  brochures  and  in- 
formational material  to  employing 
offices  without  delay. 


HEALTH  BENEFITS  OPEN  SEASON  (Cont*d.) 

2.  Distribute  materials  to  employees  as 
soon  as  all  materials  employees  are 
to  receive  are  on  hand,  or  September 
29,  1961,  whichever  is  earlier. 

3.  Inform  employees  promptly  and  fully 
on  the  "open  season,"  its  purpose 
and  procedures  they  are  to  follow. 

4.  Counsel  employees  objectively  and 
preserve  their  right  to  choose  for 
themselves . 

5.  Process  SF  2809 's  for  employees  making 
changes  as  promptly  as  possible.  Ex- 
pedite these  daily  as  received  by 
moving  them  on  to  the  payroll  unit 
with  cautionary  statement  that  they 

do  not  proceed  to  the  carrier  prior 
to  October  1 , 1961 . 

6.  Work  hand  in  glove  with  payroll  units 
to  assure  effective  procedure  for 
handling  cases  of  employees  making  no 
change  where  the  plan  has  changed  sub- 
scription charges. 

ADP  - PERSONNEL  STATISTICS 

The  Commission's  improved  personnel  stat- 
istics program  which  will  affect  all 
Federal  agencies  will  be  underway  in  a 
few  months . This  program  is  designed  for 
ADP . It  is  to  serve  a number  of  purposes 
which  have  been  unattainable  under  the 
current  method  of  compiling  data.  Through 
a 10%  sampling,  the  Commission  will  be 
able  to  maintain  work  history  information 
and  to  compile  many  of  the  regular  recur- 
ring reports  now  prepared  by  the  agencies. 

Necessary  to  the  accomplishment  of  the  ob- 
jectives in  mind,  are  revisions  of  several 
of  the  basic  personnel  forms  from  which 
statistics  are  obtained.  The  SF-50,  SF-52, 
SF-90  and  LA  employment  form  AD-294  will  be 
revised.  Eventually  the  SF-113  will  be  re- 
duced to  about  1/3  its  present  contents. 

The  revised  forms  are  expected  to  be  avail- 
able during  October  1961 . Mandatory  use 
of  these  forms  will  be  effective  around 
the  beginning  of  calendar  year  1962. 


ARS  COLLEGE  RECRUITMENT  PROGRAM 

PAYS  DIVIDENDS  - Cont*d. 

Each  contact  representative  is  assisted 
on  the  campus  by  other  ARS  colleagues 
representing  other  disciplines  and  work 
programs.  A feedback  system  is  used  to 
notify  the  contact  representative  each 
time  a student  from  his  institution  is 
appointed  to  a job  in  ARS.  The  represen- 
tative channels  a copy  of  this  notifica- 
tion to  the  College  Placement  Office. 

ARS's  college  recruiting  program  is  prob- 
ably unique,  for  through  its  cooperative 
programs  with  the  States  the  agency  can 
maintain  personal  recruitment  contacts  on 
campus  on  a year-round  basis.  We  know  of 
no  other  organization  in  this  position  on 
such  a widespread  scale.  Nearly  75  per 
cent  of  the  approximately  500  ARS  recruits 
appointed  annually  are  products  of  land- 
grant  colleges  and  universities.  ARS  is 
represented  at  almost  every  such  major  in- 
stitution. Since  it  is  essential  that  the 
recruiting  activities  of  the  representa- 
tives not  interfere  appreciably  with  their 
official  scientific  work,  many  give  will- 
ingly of  their  off-duty  time.  This  is 
typical  of  the  teamwork  and  cooperation 
which  has  gone  into  this  program. 

While  the  program  has  met  with  consider- 
able success,  the  job  is  by  no  means  done. 
Shortages  of  manpower  still  exist  in  many 
areas  and  competition  for  top-quality  peo- 
ple is  increasingly  keen.  Better  ways  to 
attract  talent  must  continually  be  devel- 
oped and  pursued  with  vigor . With  the  new 
academic  year  just  ahead,  ARS  is  making 
plans  it  hopes  will  result  in  even  more 
successful  recruiting. 

TAKE  TIME  TO  READ  IT  BEFORE  YOU  SIGN! 

You  are  called  upon  frequently  to  execute 
another  official  document  (form)  such  as 
the  Standard  Form  57  (Application  for 
Federal  Employment),  Standard  Form  86  and 
many  others . Some  of  these  forms  state 
(in  fine  print)  that  you  are  certifying 
as  to  the  accuracy  of  the  information  con- 
tained in  the  form. 

The  law  prohibits  false  statements  under 
penalty  of  fine,  and/or  imprisonment. 
Therefore,  if  you,  or  someone  else  pre- 
pares one  of  these  forms  for  your  action, 
be  sure  to  read  the  prepared  form  care- 
fully before  you  sign. 


USDA  CLUBS 

Did  you  know  that  USDA  Clubs  have  been  in 
existence  for  more  than  40  years?  During 
a cross-country  field  trip  in  1920,  Sec- 
retary of  Agriculture  Meredith  realized 
that  employees  did  not  know  employees  and 
programs  of  other  Department  agencies  in 
their  cities  and  recognized  USDA  Clubs  as 
a means  to  help  correct  this  situation. 

Is  there  a USDA  Club  in  your  area?  Are 
you  an  active  member? 

IT  AIN'T  NECESSARILY  SOI 

Is  a doctor's  certificate  absolute  proof 
that  an  employee  was  sick  or  that  his  ab- 
sence was  justified?  Not  necessarily. 

If  you  have  reason  to  doubt  that  an  em- 
ployee was  kept  from  work  by  illness,  you 
need  not  accept  the  doctor's  certificate 
covering  that  absence  as  the  last  word.  g 

Regulations  of  this  Department  (8  AR  1078f) 
provide  that  unauthorized  absence  may  be 
charged  to  absence  without  leave  if  it  is 
not  approved  by  retroactively  granting  sick 
or  annual  leave.  We  have  recently  been  re- 
minded by  the  Civil  Service  Commission  in 
a report  on  a Section  14  appeal  that  the 
wording  of  Section  30.403  of  the  Annual  and 
Sick  Leave  Act  of  1951  permits  an  agency  in 
certain  situations  to  require  substantiat- 
ing evidence  other  than  a medical  certifi- 
cate before  approving  an  employee's  request 
for  leave.  We  are  not  obliged  to  accept 
automatically  the  executed  Standard  Form  71 . 

In  a recent  case  the  supervisor  had  charged 
an  unauthorized  absence  as  AWOL,  even  though 
the  employee  had  presented  a signed  certif- 
icate from  his  doctor  covering  the  period 
of  the  absence.  Because  of  the  employee's 
history  of  excessive  drinking  and  unauthor- 
ized absence,  the  agency  initiated  an  in- 
vestigation including  an  interview  with 
the  doctor . The  doctor  stated  that  he  gave 
the  certificate  because  of  the  employee's 
statement  that  he  was  suffering  from  anxie- 
ties and  not  because  of  any  physical  signs 
observed  during  medical  examinations . 

If  you  have  a problem  employee  who  abuses 
his  sick  leave  privilege,  don't  be  afraid 
to  look  behind  the  doctor's  certificate. 


